) 9 Annual Rats of Accumulation of Records

OFFICE QF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76~RM-1 for instructions on completing this form. Forward signed original to
Departmant of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section.

FOR AGENCY USE 1., Agency Address ’ _ FOR RECORDS MANAGEMENT USE
Application Date " JDepartment of Human Resources Apopiication Number '
June 11, 1976 |Pivision of Mental Health & Mental Retard‘. ,7_1£ - 775
Mental Retardation Section -
Agplication Number 47 Trinity Avenue, Rm. 542-H ‘ Dete Received  Date Complated
DHR-69 . Atlanta, Ga. N -9 1978 |AUG 10 1978
2. Parsan to Contact Working Title - Telaphons Number

Budd Hughes Assistant Division Director 656-6370

3. Action Requested
3. [} Estabusn Retention Schedule; m:ord will continue to accumulate.
b. QO Dispose of ‘prasent accumulation; no furthar accumuiation antmpated : -

¢ 1 Amend Application Na. Check One: 0 Change; O Supercede; O Veid
4. Dates of Saries 5. Records Saries Title (followed by titla used in office; if different)
Earliest " Latest
1973 1 Present Mental Retarda tlon Group Home ' Fiscal Files
8. Division aﬂd Offics Function What is the function of the Division and the Office in which this record series is creatad?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
Fresearch programs. This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers.

The Mental Retardation Section is one of the programmatic sections of the Division of Mental
flealth and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the menta,uyretarded within the I Q range of 0-55) administered through
a comprehensive system of institutional and community service programs. The specialized

Programs, 2) Group Homes, 3) Institutional Sermces, 4) Family Care Homes and 5) Foster
Grandparent Programs.

services are provided through the following major programs; 1) Day Training and Work Activity

7. Record Seriat Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file. ‘

Documents relatingto: = monitoring and reviewing funds spent by Group Homes.

Included are: but not limited to are:

1. County Budget Summary OAS(6)-60

2. County Budget Personal Services OAS(6)-61

3. County Budget ITtems Other Than Personal Services OAS(6)-62
4. County Budget Non-Participating Items OAS(6)-63

5. County Budget Revisions OAS(6}-80 :

6. Contract Information Sheet

{con tlnuec'z'-Page 3) . el
F1Ie is arranged chronologically byy gear- thereuhd’er al phabetlcally by county.

8. Monthiy Reference Rate How often are records referred to which are:
One to six months oid 10 ; Seven to tweive months old _1.2..____...; Thirtean to twenty-four months old __:5__.;
twentv-fwa months and older T

; Qther (.soaéffy}

Letter-sizedrawers __2. . Lscalsizedrawers . : Shelves

AR-80-71; Rev.78 ‘ T (Over)

L1}



' ' ' et =l .
(ves | NO | 10. Questionnaire _ (Place an *’X" in the proper column) N AT
a. !s this the official copy of the series? ‘
X If not, whers is it? - » :
% b. Does the serias contain confidential information requiring security handling? If yes, cite law or regulation. H
% | & ls this a vital record? . t
X | d. Does this serias have historical or lgng term research value? - '
e. When one or two documents in the file make it necassary to keep the entire file for a long period, coutd these
X_| __documents be scheduied secarately? |
X _{. s the information contained in this series sver published ps, attac] = oy, Certai _ i
g. Is the information contained in this series ever analyzed and/or recorded ina sumrnarlzeal 5 Annual. Report
| X If ves, attach ooV, Certain parts to be found in monthly annual summary. :
h. is there a duplication of this serias in your office, or in another office or agency? . ;
X if ves. where? Record copg of contract covered under standard 75-267. B A
X —~f i
11. Retantion Requirements The following requires tha series to be kept: '33
-8, Stats Law \ - years. d. Audit period ) years.
b. Statute of limitation . : .years, e, Administrative need g years.

e Federal law : years. {. Federal r_atention instructions = years.

Attach copy or axcert of laws or regulations. Explain administrative need,
42 CFR 54.308, 54.309 Retention Period: 3 years from date of subm.r.ss:.on of annual or

final report (or in the case of nonexpendable property, 3 years after final disposition of
such property), or if Federal audlt not completed at end of 3 years, until resolutlon of all i
audit questions.

12 Approved Dl:position_ !nsiructions This agency recommends that the file series be cut off at the end of each:
' "7 O Calendar Year; @ Fiscal Year; O Other : — then,

B Hold in the cufrent files area - nionth(sl 2 _yearls): then | a t

O Transfer to local halding area; hoid year(s}; then - i
@ Transfer to State Records Canter; hold 3 year{s); then S ' ‘
& Destroy.

O Transfer to Stats Archives for permanént retention,

O Other (Specify)

o '
Thess instructions apply to all prior and future accumuiations of the series,

Déte Records Management Officer {S.-'gnature} Date | i

7/1/76 | Wec . s Derabid 6=\ |-

_ Stats Records Commi (Signature) Date
Recommendations in para- | )
graph 12 are approved. State Audttor/Designee W ) F—-g—' Z ¢
(If disapproved, attach letter i > B
of explanation.) &a%ﬁulwlgm @W{,e /a[a»\.;-" | _' Z—- ?l - 7,4

Attornay General/Designee %‘u G
RASTT Re T ~TRdverss Sige) - & 1 24

i, N _ R o T T o oo . R ) T oo e ’ T . '." ) i




Department of Human Resources
Division of Mental Health & Mental Retardation
Mental Retardation Section
47 Trinity Avenue, Rm. 542-H
Atlanta, Georgia

#7 continued

7. Rental Agreement
8. and Similar and related documents
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